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Refunds: result either from error or 

excessive disbursement, or return(s)

• Record in columns A-1 and B-1 and add to appropriation in 
proper appropriation column

• Refund in current budget year does not require additional 
appropriation to spend

• Refund for prior year is placed in miscellaneous receipts; 
requires additional appropriation to spend

• Library can return fine overpayments without an 
appropriation
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Rebates and Voided Checks

• Rebates on purchases are entered in columns A-1 and B-1, 
and shown as a miscellaneous receipt

• Additional appropriation required to spend rebate

• Voided checks, if not replaced, entered in columns A-1 and B-
1, and added to the appropriation line of the proper 
appropriation column
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Insurance Claim Proceeds

• Receipts from insurance claims may be appropriated by the 
library treasurer

• Should be entered in columns A-1 and B-1

• Added to the appropriation line of the proper appropriation 
column

• No additional appropriation required, if insurance claim 
payment is used to replace the damaged items within a 12-
month period from the date the check is received

[IC 6-1.1-18-7]
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Public Purchasing Law Update [IC 5-22]

• Threshold for advertising for bids is $150,000

• For purchases between $50,000 and $150,000 library must 
solicit at three quotes by mail

• For purchase under $50,000, library follows their Small 
Purchasing Policy

• Special Purchasing Methods [IC 5-22-10]
– Some purchases can be made without soliciting bids or proposals 

under certain circumstances

• Local Indiana Business Price Preference is optional
– 5% on purchase less than $50,000

– 3% on purchases of $50,000 but less than $100,000

– 1% on purchases of $100,000 or more
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Public Works: Update

• Bid threshold of $150,000

• IC 36-1-12-4.9 Routine repair maintenance under $150,000
– Purchase according to Library Small Purchasing Policy

• New Construction under $150,000 [IC 36-1-12-5]
– Library must obtain at lease three (3) quotes by mail

– For projects under $25,000, quotes may be solicited by telephone or 
fax

• Bids may be opened after the time designated if:
– (1) the library makes a written determination that it is in the best 

interest of the library to delay the opening; and

– (2) the day, time and place of the rescheduled opening are announced 
at the day, time and place of the originally scheduled opening
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Public Works Law: Update

• Local Indiana Business
– Price preference removed

• Financial Statement, Statement of Experience, Proposed Plan 
and the Equipment the bidder has available for the project 
now required for all projects of $150,000 or more, effective 
July 1, 2012
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Common Construction Wage: P.L. 195 
or HEA 1216 effective July 1, 2011
• Raises the Dollar Amount of Projects Subject to the Common 

Construction Wage Law from $250,000 to $350,000 on 
January 1, 2013

[IC 5-16-7]

Last date revised 10/29/2012
Presentation at Indiana State Library on 

November 7 and repeated November 15, 
2012

8

 

 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

__________ 

  



2012 Public Library Bookkeeping Workshop on November 7 and repeated November 15 

 9 Created October 30, 2012 
 

Slide 9 

 

Appropriation Transfers: DLGF 
Approval Not Required
• Library Board may transfer money from one major budget 

classification to another

• Statement that transfer is necessary

• Budget remains the same; same expenditure of money

• Transfer made at a regular public meeting and by proper 
resolution

• No resolution required for transfers between minor budget 
classifications within the same major budget classification
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Conflict of Interest Form
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Disclosure

• In writing

• Describe the contract or purchase to be made by 
governmental entity

• Describe the pecuniary interest that public servant has in 
contract or purchase

• Affirmed under penalty of perjury

• Submitted to and accepted by governmental entity in a public 
meeting prior to final action on contract or purchase

• Contain, if public servant appointed (board member), the 
written approval of the elected public servant or appointing 
authority
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Approval of Appointing Officer
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Submitted Prior to Final Action on 
Contract
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Temporary Loan or Fund Transfer

• Requires Board Resolution

• Need to borrow money to enhance depleted fund

• To make temporary transfer requires sufficient money on 
deposit to credit other fund

• Amount transferred must be returned to other fund in budget 
year when transfer occurred
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Emergency Extension of Loan 
Repayment
• Fiscal body determines an emergency exists

• May extend not more than six months beyond the budget 
year of year when transfer occurred

• Requires resolution
– Statement that fiscal body determined an emergency exists

– Brief description of grounds for emergency

– Date the loan will be repaid that is not more than six months beyond 
budget year in which transfer occurs

• Forward resolution to State Board of Accounts and the 
Department of Local Government Finance
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Capital Asset Records

• Threshold set by board resolution

• Complete inventory of all capital assets owned which reflects 
their acquisition value.

• Taken at least every two years for good internal control and 
for verifying account balances carried in the accounting 
records

• Ledger form
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Establishing the Estimated Cost of 
Capital Assets
• Not possible to determine historical cost of capital assets

• Table of Cost Indexes found in Cities and Towns Bulletin, 
March 2012 page 9 (available online at State Board of 
Accounts website)

• Inventory of significant capital assets where historical cost not 
available
– Obtain replacement cost estimate; sometimes available in insurance 

policy,  otherwise make best estimate

– Determine year of acquisition

– Multiply estimated replacement cost by factor for year of acquisition 
found in Table of Cost Indexes
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Year End Duty: Old/Outstanding Checks

• If two years passed as of December 31 of each year, 
outstanding checks are void

• March 1 deadline, treasurer prepares list, in duplicate, of all 
checks outstanding for 2 or more years as of preceding 
December.

• Enter amounts listed as a receipt to fund(s) upon check 
originally drawn

• Remove check for the list of outstanding checks
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Year End Duty: Encumbrances

• To encumber requires a contract or purchase order dated on 
or before December 31

• Balances are carried forward on unpaid balances on contracts 
or purchase orders

• Library board prepares list of encumbered items, include as 
part of minutes of last business meeting of the year
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Year End Duty: Encumbrances

• Appropriations carried forward shown as separate amounts 
on corresponding appropriation ledger sheets of previous 
year with explanation and then added to succeeding year’s 
appropriations

• Disbursements charged to appropriations of the previous year 
are identified as such on the succeeding year’s appropriation 
ledger sheets

Last date revised 10/29/2012
Presentation at Indiana State Library on 

November 7 and repeated November 15, 
2012

22

 

 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

__________ 

  



2012 Public Library Bookkeeping Workshop on November 7 and repeated November 15 

 23 Created October 30, 2012 
 

Slide 23 

 

Due December 1: Certification of Names 
and Addresses of Employees

• Task completed twice a year

• Before June 1 and December 1 certify names and actual 
addresses of every library employee to the County Treasurer 
for the county where the employee works. [IC 6-1.1-22-14]
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• Investment Law Changes

• Disqualification of Contractors Dealing 
with Iran [Public Law 21]

• Food for fines

• Village U.S. Post Offices

• Raffles and Other Gaming Events

Other Issues

 

 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

__________ 

 


